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Lensonne®. Branch ©: Organizational SEE 
Tab 2. 


te Ragic Function: To coordinate, eUpATTL Bey and plan personnel activi~ 
thes of ri vashincton Headquarters. 

2» Sackyrows! of Present Organization: The rr/fi Fersonnel Branch was 29X1A 
organized in January, 1952, to assist and advise the case officera and comtry 
deska on personne] matters and ta coordinate Division req Lrenents with the 
various acency support staffs, Thie action was a regult of many factors, 
some of which were the followings 

a. Complaints from the fleld regarding lack of briefing and 
improper training of new eaployees, confused financial arrangements, 

and manerous other persomel. problems arising from uncoordinated 

bs Numerous reculations and procedurcs governing the processing 

of various categories of personnel, the intricacies of security clearances, 

confidential, funds regvlatione, travel regulations, and eo forth re« 

quired apecial study and coordination, 

Ge Fxpediting specific cases wherein the operation demanded 
that certain priorliy pogcltions be filled in a short time. 

de The inability of CIA Personnel Division to recruit and 

presese contract perscumele 
Subsequently, 29 specific problens developed, the Personnel, Branch adapted their 
organization to renedy the situation, Such was the case, for instance, when an 
Office of Personnel Training was created to coordinate the administrative aspects 


gs ef 
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| Security Information 
of training and when the Office of Tables of Organization was recently estab 
Lighed to cope with Tebles of Organigation as a basic point of departure for 
reorsitment raquasts and stabilisins many other personnel activitless 


Limitetiongs Statistics do not, and ¢annst, convey more than the 
end product of | Ling , prior process of planning, ooordination, and Liaiecn, 
Therefore, while not by any meanw completely indicative of the magnitude of 
any specific activity, the most reliable comept of the workload which has been 
required of each corponent is offered by the statistical resumes sat forth 
below. The activities of the Office of Tables of Organization are not included 
gince it is not poscible te reduce ite workload to amy simificant statistics, 

be Records and Reporte: The Personnel Sranch is responsible for the 
processing of sordonnel adninistgatien activities related te security clearances 
for overt and seci-covert personnel, placements, transfers, reassigments, ro« 
tationsy resignations, and simller administrative actions; preparation of reports; 
maintenance of personnel filess and other related activities pertailnin, to 
records and reports, Tha averace workload voluuasc is estimated on a monthhy 
basis as being the following 


76 Appointment actions subaitted 
22 Promotion actions submitted . 
56 Transfer and reassignment actions subritted 
35 Reglgiation actions sulsaiited 
uu, Cancellation actions submitted 
& Personal Wistery Statemmts copied 

3300 Office calle received (Not otherwise listed) 

2700 Telephone calls received (Not otherwise listed) 

25X1A 2B Reports prepared 

1900 ‘eguests for TEBE files recedved 
120 Requeste for Central Processing Mivigion files received 
160 Requaste for peaudes and cryptos received 

Internal mall. distribution for ref) handled dally 25xX1/A 
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Ce iter somal: The Persormel Branch 1s responsible for maine 
tenance of liaison with appropriate echelons on matters relating to military 
personnel required by, or assigued to, the PBR currently, 195 military 
peraomoel are being utilized; 30 are in varloug stages of processing; 130 are 
requlaltioneds and 516 bave been tentatively authorized for Fiscal Year 1952 


con 1 


rs 


She Percomel Grench is re« 


gponsible for sereening prospect files, interviews, evaluations, and retcamonda« 
tdona on personnel being considered within Fr<qfor an overt or sexi-cavert 
assigments orlontation of new personel asai med in an overt or soml<covert 
status; recuidiendations on rotation, promotion, transfer, and reassigment of 
overt or senml«-coveri sersunnel; and other related activities pertaining to 
overt and seai-covert personnal, Tho average workload voluem is estinated on 

a monthly basis as being the followings . 


150 iiles reviewad 
Agsessnerts schoduled 
35 Cases prosentod to Neview Board 
Wb oe on sll sad interrLows 
iO 

25 rraceters ra (reviewed) 

20 Applicant interviews 

20 roliegraph tects scheduled 

15 hobation cages 
Ge pymnels The barsonnel Branch is regponsible for 


onentation and processing of new personnel agslmed to FE/fBJ ina cevert = 25X1A 
etatus, coordination of all contractual nesotiations for covert contract 

agente, processing of security clearances for covert -arsamel. and other 

reluted activities pertaining to covert personnel, The average workload 

voluse is estimated on a monthly basie as being the followings 
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"Stall Agents Frocassed 27 
*Contract Personnel, Processed az 
“Seourity Clearances Requested 125 
Security Clearances Obtained ro 


Taguiries on Security Requasts 
Contract Renewals, 
ixtentions, Auendnents 6 


‘includes arrangements for assesmionts, poliographa, soreenins 
» Pay ingtructions, briefings, debriefings, etce ‘ 
toes not adequately reflect security requeate for 
indigenous personnel usually subzitted in croups of 
100 or more at a time, . 
f. essinct The Personnel Branch 19 responsible 
for travel, pay, and proceseing of now personnel. in an avert and seul-covert 


status and for proparatdon of the necesyary forma for such personnel and their 


dependents preparatory to overseas movement. The averace workload volume 4e 
estimated on a monthly basis as baling the following: 
NAME. OF POR 


Trevel Voushare (Per Diea) pets) 
133 
7 gaenduents 
| WG EOD 
Request for Advance 87 travel 
Travel Vouchers 3 a 
Tine & Attendance Vouchered _ 132 
Unvouchered Bare 
Agent Uuty Status Reports 193 staff agente 
eontract ago 
Overseas Processing Check Sheets 26 = 
i Data Sheets 26 
Hequests for vermigsian to Leave Country 
Selective Service Registrants 4S 
«Agent Reservists under Contract 7 
“Staff luployee Reservis' 1G 
25X1C Redubursaamt Vouchers 26 
coquest for Papuent 10 
Accounting for Individual for Advance & 
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RANE OF YORM 
SOLA AOE ANT 


Authorization vard & kecord of Faye 
roll Alotmente 7 
Requests for Approval of Cveertine 2 
Tequests for Separation Allevance ia 
Requests for Clothing Allowance & 
Requests for Laave Balances 7 

Requasta for Cancellation of Travel 
Orders ie 
Requasts that Checks be mailed te 
Dares c 


“ersopaiul 
25X1C 
expiration ef Covert Contracts 
Pergons arriving from Overseas 
Answers to Cables fron Overseas 
“ecorde maintained currently: 
Yer Dien Record Cards 
Agent Payrell Information cards 
Agent Payroll Lecord Caria 
Contract Arent Expiration Cards 
re Training: The Pereonnel Branch ic responsible for coordination 
25X1A of aduinistrative aspects of TE#Jjtraining activities in tho continental 
United States, maintaining appropriate Liaigon with Agency training persamel 
and facilities, preparation of apecific training mreprams for individuals based 
om requirenatts of their Progpective asslgments, ami other related acbhivities 
pertaining to the adulnistrative aspects of trainings The everage workdlosc 
volme is estimated as being the followin: 


(1) Personnel in Traiaing Currently: 


ets. b wee 


staff courses (excluding Pits) ve] 
AM Tredeing 38 
Covert Training § 
Langmarce Training 8 
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(2) Requests for Trainins Per Month: 


| Dye cusls 
Indiv, Averays NOs Courses Total Courses 
7 Individuals Scheduled 
ote = 
mt 2 
Eg : e 


25X1C 


(3) Hiscellansour Peg Month: 


vourge Cancellations 
ik@ing Neues = 
noconing Henog Soquiring varic other 25 
fee a js sires . a eins de 
Tneoning action requiring st gat | 
Ts Drtefing requiring sigature or approval &0 
valuations Reviewed é 
aScesanente heviewed ho 
Requests for Ageessnents 2 
“eqests for Administrative Agtiong . 7 


#oghedu 
~Cnecule of courses &Panved as a whole at me neotin 
he Orgenization: | | " 
a. current: The ; a 
cree Presently approvad Tahie of Organization Provides a 
total of ciowa for the Persone Prench, Tr reality, 27 Pwsons are urrently 
being wth: ” ef Hf | ; | 
6 ubllized by the Forsomel, tranche 21 major offices of the Persamel 
; | . ee set L s 
Svansh ere Dregantiy tn existences 
b iYovosed:; 7 
7 * #2c88ed: The proposed table of Organization contemplates 37 
lots for the » 7 i | 
ae Mersstriol Branch, Such chanves ag are Proposed tn funetd. 
med t F0L0nw and 


authoricod, 


Approved For Release 2000/09/14 : CIA-RDP83-00036R001100090033-4 


rt ‘ 
cory a WB o5xX1C 
7 


